How to Schedule an Email in Outlook

Knowing how to schedule an email in Outlook lets you write a message when it's
convenient for you while making sure it lands in your recipient's inbox at the
moment they're most likely to read it. This guide walks you through scheduling,
managing, and canceling delayed emails in both the New Outlook and Classic
Outlook, along with tips for using the feature effectively.

Why timing matters before you schedule

Sending emails at the right time increases the likelihood that your message is
read and answered promptly. Avoid sending work-related emails late on Fridays
or over the weekend, since this can disrupt your team's downtime. Instead, aim to
have emails arrive when recipients are most likely to check their inbox, such as
Monday mornings or during normal working hours.

Consider the recipient's time zone and typical work habits when choosing a send
time, as this maximizes the impact of your communication.
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Quick pulse check: Project Verdant / Phase 2 status

Hey Jim,

Hope your week is wrapping up well.

I'm pulling together the monthly overview for the steering committee and wanted to get a quick update on where we stand with Project Verdant. Specifically, are we still on track to hit the "Go-Live" for the Phase 2
No need for a formal deck—just a few bullet peints on current progress, and any red flags | should be aware of would be perfect.

Best,
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Boost your email impact by considering time zones and recipient habits, scheduling for impact,
and maximizing response rates
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Example scenario: If you finish work late on a Friday and want to send follow-up
items to your team, write the emails while the information is still fresh in your
mind.
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Important Tip 03:59

Someone working late at a desk, composing an email on a laptop in a home office

Rather than sending immediately, schedule the emails to arrive Monday morning.
This way, your team receives the information exactly when they're ready to act on
it, without adding weekend stress.

Scheduling an email in the New Outlook

1. Open the New Outlook application—the modern version that resembles the
web interface.
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2. Compose your email as you normally would: enter the recipient's address,
add a subject line, and write your message in the body.
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Quick pulse check: Project Verdant / Phase 2 status

Hey lim,
Hope your week is wrapping up well.

I'm pulling together the monthly overview for the steering committee and wanted to get a quick update on where we stand with Project Verdant. Specifically, are we still on track to hit the "Go-Live" for the Phase 2
No need for a formal deck—just a few bullet points on current progress, and any red flags | should be aware of would be perfect.
Best,

Andy

Composing an email in the New Outlook, with the recipient, subject, and message body filled in

3. Instead of clicking Send, click the dropdown arrow next to the Send
button.

4. Select Schedule send from the dropdown menu.
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5. Inthe Schedule send dialog box, choose one of the preset time options, or

select Custom time if none of the presets fit your needs.
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Quick pulse check: Project Verdant / Phase 2 status

Hey lim,
Hope your week is wrapping up well.

I'm pulling together the monthly overview for the steering committee and wanted to get a quick update on where we stand with Project Verdant. Specifically, are we still on track to hit the "Go-Live" for the Phase 2
No need for a formal deck—just a few bullet points on current progress, and any red flags | should be aware of would be perfect.
Best,

Andy
Z |

Schedule send dialog in the New Outlook, showing preset dates and a custom time option

6. If you selected Custom time, pick your desired date from the calendar,

then choose a time from the Select a time dropdown.
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7. Click the blue Send button to confirm and schedule the email.
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Set custom date and time dialog in the New Outlook, with a calendar, date and time selectors, and
Send/Cancel buttons

Generated with docsie.io
5/14



Verifying and managing a scheduled email in the New
Outlook

After scheduling, your email appears in the Drafts folder with a status showing it

is scheduled. It remains there until the scheduled date and time arrive.
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Outlook Drafts folder showing a scheduled email with recipient, subject, and scheduled status
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The New Outlook is cloud-based, so your computer does not need to be powered
on for the email to send. Outlook doesn't even need to be open—the message
dispatches automatically at the scheduled time, giving you reliable, hands-off
delivery.
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Infographic showing three steps: schedule email, computer powers down, cloud dispatches the
email

To edit or cancel a scheduled email in the New Outlook:

¢ Go to the Drafts folder and double-click the scheduled email to open it.
Note that you cannot edit the message directly in this window.

e Click Cancel send to return the email to an editable draft state.

e Make your desired edits to the content.

e Click the dropdown next to Send, select Schedule send again, and choose
a new date and time.

e Click Send to reschedule the email.

Scheduling an email in Classic Outlook
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8. Open Classic Outlook, which uses the traditional ribbon interface, and
compose your email as usual—entering the recipient, subject, and
message body.
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CLASSIC OUTLOOK

Classic Outlook compose window with the ribbon interface, and recipient, subject, and message
body filled in

9. With your email open, go to the Options tab in the ribbon and click Delay
Delivery to open the Properties dialog.
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10. At the bottom of the Properties dialog, in the Delivery options section,
make sure the Do not deliver before checkbox is selected. This step is
essential for scheduling to work.
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Classic Outlook compose window with the Properties dialog open, showing 'Do not deliver before'

checked along with delivery date and time fields

11. Click the dropdown next to the date field and select your desired delivery
date. Then click the dropdown next to the time field and select your
preferred delivery time.
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12. Click Close to save your scheduling settings and return to your email.
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Properties dialog with 'Do not deliver before' checked, date set to 4/13/2026, and the time
dropdown open with 9:00 AM selected
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13. Click the Send button in your email window.
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Outlook compose window with the cursor over the Send button, ready to send the scheduled
email

In Classic Outlook, the scheduled email moves to the Outbox folder rather than
the Drafts folder—a key difference from the New Outlook.
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Verifying a scheduled email in Classic Outlook

Open the Outbox folder in the left navigation pane and confirm your scheduled
email appears there. This confirms it is queued and waiting to be sent at the
specified date and time.
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Outlook Outbox folder showing the scheduled email with its subject and recipient, confirming it is
queued for delivery

Classic Outlook is not cloud-based, so your computer must be powered on and
Outlook must be open at the scheduled send time. If your computer is off or
Outlook is closed, the email stays in the Outbox and won't send until both are
running again.

For example, if you schedule an email for Monday morning, don't shut down your
computer on Friday and expect automatic delivery. To ensure the email goes out,
either leave your computer running with Outlook open, or use the New Outlook,
which handles scheduled sends through the cloud.

Editing or canceling a scheduled email in Classic Outlook
To edit a delayed email before it sends:

e Open the Outbox folder and double-click the scheduled email to open it for
editing.
e Make any necessary changes to the message content.
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e To change the scheduled time, go to the Options tab, click Delay Delivery,
and select a new date and/or time.

e Click Close in the Properties dialog, then click Send again to re-queue the
email.

To cancel a scheduled email entirely:

e Open the Outbox folder and locate the scheduled email you want to
cancel.

¢ Right-click the email to open the context menu.

e Select Delete to remove the email from the Outbox, preventing it from
being sent at the scheduled time.
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Outlook Outbox folder with the right-click context menu open on a scheduled email, cursor
highlighting the Delete option

Combining scheduling with contact groups

For greater efficiency, use Outlook's contact group feature alongside scheduled
sending to reach multiple recipients at once. If you've already set up a contact
group, simply enter the group name in the recipient field when composing your
email, then schedule it as usual using Delay Delivery.

This lets you send one scheduled email to your entire team so everyone receives
the message at exactly the same time—especially useful for regular team
communications or announcements.
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What's next

Combining scheduled emails with contact groups saves time and streamlines
your communication process. Keep in mind that scheduled emails in Classic
Outlook require your computer to be on and Outlook to be open at the send time,
while the New Outlook handles delivery through the cloud regardless of your
device's state. With these steps, you can schedule, verify, edit, and cancel emails
in both versions of Outlook, ensuring your messages arrive at the most effective
time.

| Use Case 00:14
- New Outlook 01:03

Classic Outlook 03:00
Important Tip 03:59

Video presenter with on-screen chapter timestamps: Use Case 00:14, New Outlook 01:03, Classic
Outlook 03:00, Important Tip 03:59
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